You're project is underway, you've created your files and are ready to “go to print.” How do you explain
your job to your printer to ensure an accurate quote? What is the pertinent information that will affect your
printing costs?

Unless your job is fairly simple or you have printed similar projects before, you should involve your printer
throughout the design process, from onset to completion to avoid surprises and to “head-off” potential
problems.

On the following page is a sample “Request for Quotation.” Completing your quote request with the
proper information will ensure your printing quote is as accurate as possible.

If you are unsure what something means — ASK! It will save everyone time and money to clear up any
confusion prior to going to print. Your printer is a very knowledgeable person & will have comments and
suggestions for your project. Don’t forget to ASK!



REQUESTED BY:

Your Name Your Company
DATE Date PHONE Your Phone
EMAIL Your Email Fax Your Fax

Jos D . . . . .
OB DESCRIPTION Briefly Describe the Project You Are Needing Printed

FLAT Size  Size prior to folding FINISHED Size  Size after folding

PrePress: How will the artwork be provided and will the Printer need to do any prep work to the file(s)?

[] PrRer WORK [] camera READY [[] ComPOSITE/FILM FURNISHED [] Disk FURNISHED

Paper  Description of Paper ( If you have a separate cover- specify paper for “cover” & for “text” .

If your project requires coatings (ex. UV, aqueous, or varnish) tell the printer whether they will be
flood (on the entire page) or spot (just in certain areas like on text) and whether they will be dull or
gloss (surface).

INKs  Again if your cover is separate- Specify color(s) for both “cover” & “text”
[4 Color Process or # of Spot Colors ( and their name/s or numbers)]

LEaD-TIME  When Do you need this project completed?
QuanTITY List the quantities you are considering to print

SpeciaL  Note if any embossing/debossing, die cutting, or foil stamping is required
FINISHING

PosT-PrRess  Finishing —Binding -Trimmed To Size - Folding: type of fold (wrap fold, accordion, double-parallel)
WoRK  Scoring -, perforating, laminating, crash numbering, three-hole drilling, etc.

If your project is a book, specify the type of binding, including saddle-stitch or side-stitch, perfect
binding (and burst perfect binding), GBC or plastic comb, spiral wire or plastic spiral (or wire-O), or
case binding. Tell the printer also what side will be bound, and note any lamination (film or liquid
lamination, lay-flat lamination) you will need.

If your job is complex and includes hand inserting, pockets with builds, etc., make a paper dummy
for the printer. It's always easier to communicate your printing needs when you can hand the printer
a three-dimensional sample showing exactly what the finished product

should look like.

Will there be any special packaging of the finished job? Will you need any samples?,

Labeling, ink-jetting of address information, etc., would be included in the specifications at this
point. Bulk packing, shrink-wrapping, and maximum carton weight should also be noted.

PACKAGING

DeLivery  Delivery Address (Zip Code). Is this a business, warehouse, mail house, or are you asking the printer
to mail them?

ADDITIONAL  Notes, comments, Etc.
INFORMATION



REQUESTED BY:

DATE

EMAIL

JoB DESCRIPTION

FLAT SizE

[] Prer WoRK

PAPER

INKS

LEAD-TIME
QUANTITY

SPECIAL
FINISHING

PosT-PRESS
WORK

PACKAGING
DELIVERY

ADDITIONAL
INFORMATION

Cover:

Cover:

[] cameErA READY

PHONE

FAX

FINISHED SizE

[C] ComPOSITE/FILM FURNISHED [] Disk FURNISHED

Text:

Text:



